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21 APR 1978 


MEMORANDUM FOR: Deputy to the DCI for Resource Management 
Deputy to the DCI for Collection Tasking 
Deputy Director for Administration 
Director, National Foreign Assessment Center 
Deputy Director for Operations 
Deputy Director for Science and Technology 
General Counsel 
Legislative Counsel 
Inspector General 
Comptroller 
Director, Equal Employment Opportunity 


FROM > Frank C. Carlucci ; 
Deputy Director of Central Intelligence 


SUBJECT >: First-Class Travel 


1. This memorandum announces changes in travel regulations 
as they pertain to the use of first-class air accommodations. 


2. On the basis of earlier legal determinations by the 
General Counsel, the Agency follows the Federal Travel Regula- 
tions, issued by the General Services Administration, for domestic 
travel of employees. On 23 August 1967 the Agency adopted the 
administrative provisions of the Foreign Service legislation as 
the basis for our foreign administrative procedures, and travel 
to, from, or between foreign locations is performed under the 
general provisions of the Foreign Affairs Manual (6 FAM 146.3). 
Effective 1 April 1978 both the Federal Travel Regulations and 
the Foreign Affairs Manual were revised to implement new procedures 
concerning first-class accommodations. The revisions of the 
Federal Travel Regulations, approved by the Administrator of 
General Services, are attached as Tab A. The revised section of 
the Foreign Affairs Manual, approved by the Secretary of State, 
is attached as Tab B. These revised regulations are effective 
immediately, and Agency regulations will be amended accordingly. 


3. The principal changes in the regulations are as follows: 


a. All use of first-class accommodations must be- 
approved by the DCI or the DDCI and approval authority 
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may not be delegated. The single exception is for 
travel between two points where only first-class 
accommodations are offered by the scheduled carriers. 


b. Except in extraordinary circumstances, the 
approval must be obtained in advance. When it is not 
possible to obtain approval in advance, the traveler 
must obtain approval as soon as possible after the travel 
has been performed. 


c. Heads of agencies must submit semi-annual reports 
to the Administrator of General Services to state the total 
number of employees authorized first-class travel and the 
details of each trip. 


d. The traveler is personally responsible for the 
cost of first-class travel which is not approved within 
the established guidelines. 


4. First-class accommodations may be authorized by the DCI 
or DDCI only in the following situations: 


a. When the regularly scheduled flights between 
the authorized origin and destination, including con- 
nection points, offer only first-class accommodations 
(in this case the prior approval of the Director or Deputy 
Director is not required); 


b. When space is not available in less-than-first- 
class accommodations in time to accomplish the purpose 
of the official travel, which is so urgent that it cannot 
be postponed; 


c. When the employee is so physically handicapped or 
otherwise so physically impaired that other accommodations 
cannot be used, and such condition is substantiated by the 
Director of Medical Services; 


d. When first-class accommodations are required for 
security purposes or because exceptional circumstances, as 
determined by the DCI or DDCI, make their use essential to 
the successful performance of an Agency mission; 


e. When less-than-first-class accommodations on foreign 


carriers do not provide adequate sanitation or health stan- 
dards. 
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5. The only significant difference between the Federal 
Travel Regulations and the Foreign Affairs Manual concerns 
travel where individual segments are transoceanic or are in 
excess of seven hours. Volume 6 FAM 146.3.b.5 states that 
"Travel by an Assistant Secretary or equivalent and higher 
level Government officials on transoceanic flights or on other 
international flight segments where the given segment is more 
than seven hours in length" may be authorized to use first- 
class accommodations. An Associate Deputy Director or higher 
is equated to an Assistant Secretary. This means, for example, 
that an officer of this rank who is traveling from Washington 
to Tokyo via Seattle may be authorized to use first-class accom- 
modations from Seattle to Tokyo, but he must use less than first- 
class from Washington to Seattle. Similarly, a senior official 
traveling from Washington to Europe and return may be authorized 
to use first-class accommodations on the transoceanic segment, 
but less-than-first-class accommodations must be used for the 
segments between cities in Europe. 


6. Requests for the use of first-class accommodations will 
be submitted to the DDCI via the Deputy Director concerned and 
the Deputy Director for Administration. The DDA is responsible 
for compliance with the provisions respecting the semi-annual 
reports to the Administrator of General Services. 


Js/ Frank C. Carlucel 


Frank C. Carlucci 


Atts A 
B 
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FEDERAL REGISTER, VOL. 43, NO, 


| [6820-24] 


i GENERAL SERVICES 
i ADMINISTRATION 


FEDERAL PROPERTY MANAGEMENT REGULA- 
TIONS, TEMPORARY REGULATION. A-11, 
SUPPLEMENT 5 ae oe 

To: Heads of Federal agencies. : 

Subject; Changes to Federal Travel 

Regulations. : : ra, nek nets * See 

‘1. Purpose. This supplement (a) fur- 

ther amends FPMR 101-7, Federal 

Travel Regulations (FTR), 

ment certain restrictions on 

first-class travel: accommodations by 

Federal employees for offictal domes- 

tic. and’ international travel and. (b) 

amends the provisions of Supplement 

4to FPMR Temporary Regulation A- 

11, dated April 29, 1977, to extend the 

expiration date, revise the definition 

of “employee,” and incorporate 


_ + 2c: Effective date. Except for the 
| travel . allowance’ changes reflected 


the provisions of attachment A to this 
supplement are effective- for travel 
performed on or after April 1, 1978. ~~ 
~ «3, Expiration date. This regulation 
expires December 31, ° 1978, .unless 
F sooner superseded or canceled. 2. 

4 Background... 
>. ga, Government policy, as reflected in 
the FYTR, has historically restricted 


_ dations. by Federal employees travel- 
ing on official business. However, 2 
recent review of 
tions indicates a need to clarify and 
strengthen - provisions governing the 
authorization and use of first-class ac- 
commodations. This supplement re- 
vises those provisions accordingly and 
modifies the definition of “employee,” 
as uged in chapter 1 of the FTR, to 


| ‘heads and other agency officials. 
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- lation A-11, for the reasons given 


to imple- | 
the use of . 


Changes to certain travel allowances . 
| which were previously promulgated... ° 


therein which are currently ‘in effect, - 


- the use of first-class travel accommeo- 


the current: regula~ | 


‘clarify that the term includes agency 
, | ~ Dated: March 8, 19738, a 


49—MONDAY, MARCH 13, 


(3) The addition of 14 newly desig 
nated HRGA's. 

5, Explanation of changes. 

a. The expiration dates for FPMR 
Temporary Regulation A-11 and Sup- 
plement 4 thereto are extended to De-- 
cember 31, 1978. , . a 

b. The provisions of attachment’ A to: 
this supplement amend the FTR, as. 
amended by FPMR Temporary Regu- 


below. It should be noted that the 
changes to travel allowances refer- 
enced in: paragraph (4); below, were 
previously promulgated and are repub- 
lished in this supplement without 
change. - — 
- (1) Paragraph 
clarify that the 
ee” includes agency heads 
agency officials, -..-+-- - 


1-1:3c(6) is revised 
definition of “employ- 
and other 


the use of first-class 
tions. nd Bite a 


bo. 


Jax SOLOMON, - ~. 
‘Administrator of 
General Services. 


CHances To FapERaL TRAVEL 


follows: 00.35, 
~ 1-13, General rules. 


ae alidind EES SOS a ee = 
(6) Employee. As used in this chap-. 
: ter, “employee” means the head of an: 
. agency, and agency official, or ‘any: 
- other individual employed in or under . 

an agency. This definition also in- 
: gludes an individual employed inter- 

mittently in the Government service 

as an expert or consultant and paid on 
Boy, daily - when-actually-employed 


\ : 
‘ ao 


: ON 


1978 gv eS Moh 


“ 
= 


(WAE) basis and an Individual serving . 


. without pay or at $1 a year © Uz S.C. 
5701(2)), ; ae : 
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d, Airline accommodations. . 


| G) Policy, It 1s the policy of the 
| Government that employees who use 


commercial air carriers for domestic 
}and international travel on official 
business shall use less-than-first-class 
accommodations. (See 1-3.6b for use Of 
| 'U.S.-flag air carriers.) Only limited @x-- 
‘ceptions to this policy-may be permit- 
ted as set forth in 1-3.3d(3), below.:* 

(2) “Authorization . and approval of. 
Hie use of first-class air aecanmnente 
, tions. ee 
is (ay "Authority limited to agency head. 
Authority for authorizing and approv- 
ing the use of first-class air accommo- 


wwii. ee 


dations shall be retained by the. 


agency head, or his deputy, and shall 
not be redelegated. As used in this 1- 
3.3d, “agency head” means the Secre- 
tary, Attorney General, Administra- 
tor, Governor; Chairman, or chief offi- 
cial by any other title of an executive 
agency, as defined in 5 U.S.C..105, an 
agency in the legislative branch of the 
Government, or the government... of 
| the District of Columbia. ~~ 
(b) Requirements. Authorization ‘for 
| the use of first-class air accommoda- 
tions shall be made in advance of the 
; actual travel unless extenuating cir- 
‘cumstances or emergency situations 
:make advance authorization Impossl- 
: ble. If advance authorization cannot 
* be obtained, the employee shall obtain 
‘written approval from the agency 
‘head, or his deputy, at the earliest 


i possible time. . 


(ec) Employee responsibility ii dacs 


| umentation.-The employee shall certi- 
| fy on the travel voucher the reasons. 


for the use of first-class air accommo- 
dations. Specific authorization or ap- 
proval shall be attached to, or stated 


on, the travel voucher and retained for - 
. the record. In the absence of specific 

i authorization or approval, the employ- 
'.ge shall be responsible for all addition- 

: gl costs resulting from the use of first- _ 
- ¢lass air accommodations. The addi-- 
' tional costs shall be the difference be- 
: ‘tween the first-class accommodations 
‘used and the next lower class below 
’ first-class. 2 Ae 


(3) Use of first-class air accommoda- 


' tions. Circumstances justifying the 


use of first-class air accommodations 
are limited to those listed in (a) and 
(b), below. 

(a) Employee certification required. 
First-class accommodations may be 
used when regularly scheduled flights 
between the authorized origin and des- 
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tination points (including connection 
points) provide only first-class accom- 


; modations, and the employee certifies 


this circumstance on the travel vouch- 
er. Note: The use of first-class accom- 


: modations in this instance need not be 


: reported under the provisions of 1- 


3.3d(4), below. ~ 
(b) Agency authorization or approv- 


al required. The agency head (as de- 


ifined in 1-3.3d(2)(a), above), or his 
deputy, may authorize or approve the .. 


use of first-class air accommodations 
when: ae 

(i) Space is not avatlable in less- - 
than-first-class acommodations on any 
scheduled flights in time to accom- 
plish the purpose of the. official travel, 


_ which is so urgent that it cannot be = , 


postponed; 


Gi First-class accommodations are” wn 


“necessary because the employee is so- 


handicapped or otherwise physically.” 


- impaired that other accommodations -— 


cannot be used, and such condition is’ 


substantiated ‘by competent medical = 


authority; a 
il) First-class ‘accommodations ‘are’ 


required for security purposes or be-- 


cause exceptional circumstances, as 
determined by the agency head, or his - 
deputy, make their use essential to the 
successful performance of an BRENCY 
mission; or’ 5, 

tiv) Less-than-first-class aecommoda- 


“tions on foreign carriers do not pro- -. 


vide adequate ” Sanitation or health | 
standards,’ ie een 
(4) First-class air “gecommodations 


report. Heads of agencies shall submit. 


semiannual reports on the use of first- 


elass air accommodations to the Ad-- 


ministrator of General Services (A), 


Washington, D.C. 20405, within 60 cal-' 2 


endar days. after the. periods" ending : 


September 30 and March 31 of each -* 


fiscal year. The first report shall be: 


submitted by November 30, 1978. Neg- . 

- ative reports are required. Interagency 
Report Control Number 0167-GSA-SA’ 
has been assigned t6 this report in ac-: 
cordance with FPMR 101-11.11. The © . 


reports shall indicate the total number. 
of emplyees whose use of first-class air” 
faecommodations was authorized or ap-~ 
proved, the total additional cost to the. - 
Government, and the following infor-_ 
mation for each trip in the order. 
shown: Ket 

(a) Name, grade, ‘ana pocttion or title 
of each employee whose use of first- | 


class air accommodations was autho- 


rized or approved; . 

(b) Origin and destination or seg: 
ments on which first-class accommoda- 
tions were used; . : 

(c) Additional cost to the Govern: 
ment resulting from the difference be- 
tween the first-class accommodations 
used and the next lower class accom- 
modations below first-class; and 

(ad) Explanation of circumstances 
justifying the use of the first-class air 
accommodations, the name and title of 


. the authorizing or approving official, 
MARCH 13, 1978 and, if a foreign air carrier was used, 


the name of the carrier, _ 
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UNIFORM STATE/AID/USIA FOREIGN SERVICE FRAVED REGULATIONS 
Uni & PR ies ee paper ee 


6 FAM 146.3 Accommodations on Airplanes 


r+ is the policy of the U.5. Government that travelers 
i a ss than first-class accommnoGations when traveling 
ae However, there are Limited and specific ae 
circumstances when the use of first-class pee as 
may pe necessary. Subject to the requirements o 7 
EoeaGa 146.4, the following circumstances warrant 


first-class travel: 


a. Travel Within the United States 


1. When there is no space available in less ee 
First-class accommodations in time to carry out tne 
purpese of the travel. 

2, When the physical condition oF 

certified by competent medical auth 

use of first-class travel. (Travel 

authorized attendant(s) is incluced 


4 Travel by security officers aACCOMDERYL 
cless travelers. 


b. International Travel 


When there is no § 


lL. pace available in less than 
first-class accommogation in time to carry out tne 
purpese of the travel. 

2. When the physical condition of the traveler, as 
certified by competent medical authority, requires ,the 
use of first-class travel. (Travel of medically 
authorized attendant(s) is included.) 


3 Travel by couriers accompanying controlled pouches 
ae 

4. Travel by security of 

class travelers. , 
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6. Travel by a Chief of Diplomatic eu eee 
accomp anying dependents, between the Unite a States 
and post of assignment. 


rd 


146.4 Authorization of First-Class Air Travel 


ft 


A in oo > = mt a a: 
a. Authorization to use first-class air accommocarions 
tions 146.3 a (1-2) and b (1- 

Gel. 


under-circumstances in sec 
2) is made only after a Gei ination that such accommo- 
Gations are required. 


b. The head of Department or Agen 
use of first-class accommodations 
circumstances essential to the su 
of a mission for individuals oth 
in section 146.3. 


y may euthorize the 
nm exceptional 

essrul performance 
than those indicated 


V 
HOO 


Cc. Requests Tor exceptions uncer fa) and f(b) above 
should be forwarded to the Deputy Under Secretary for 
Manacement (M). Each reguest must contéin name, grece 
and position or title of traveler; points between which 
first-class accommodations are desired; edditional cost 
+o the Government resulting from difference between 
first-class and economy accommodations; an explanation 
of circumstances justifying the use of the first-class 
ai 


(AID) Requests should be sent to the Director, Mansgs- 
ment Operations 


(ICA) Requests should be sent to the Office of the 
Associate Director ror Management. 


d. Each post, bureau or office responsible for author- 

zing travel will submit to OPR/ST/T a report containing 
all information listed in (c) above for any travel 
orders written. The report will be for the periods 
ending September 30 ahd March 31 and should be received 
in OPR/ST/T, no jater than October 15 and April i5. 
Negative- eee rtce are a eGua rece P : 

P eke RY : a “e 
a ee a ee rate ie eR ee ee 
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AUTHORIZATIONS 


To preclude undue harcship on official travelers 
or inequitable treatment of Department of State 


employees, under the provisions of paragraph 1-3-3.d(2) (a) 


of FPMR 101-7 dated March 8, 1978 first-class travel is 
authorized to Executive Level, Schedule C and Civil 
Service employees who meet the following criteria: 


a. Travel Within the United States 
i 


lL. When there is no space available in less than 
first-class accommodations in time to carry out the 
purpose of the travel. 


hen the physical condition of the traveler, as 

ie by competent medical authority, requires the 
ixst-class travel. (Travel of medically 
a attendant(s) is included.) 


3. Travel by couriers accompanying controlled pouches. 


4, "Travel by security officers accompanying first~ 
class travelers. 


be. International Travel 


1. When there is no space available in less than 
first-class accommodation in time to carry out the 
purpose of the travel. 


2.. When the physical condition of the traveler, as 
certified by competent medical authority, requires the 
use of first-class travel. (Travel of medically 
authorized attendant(s) is included.) 


3. Travel by couriers accompanying controlled pouches. 


4. Travel by security officers accompanying first- 
class travelers. 


5. Travel by an Assistant Secretary or equivalent and 
higher level Government officials on transoceanic 
flights or on other-international flight segments where 


‘ 
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the given segment is more than seven hours in length. 


6. Travel by a Chief of Diplomatic Mission, and 
accompanying dependents, between the United States 
and post of assignment. 


! 


Approved 


Disapproved 
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| a | ROUTING AND RECORD SHEET 


SUBJECT: (Optional) 


FROM: EXTENSION Py 


SSA-DDA 
7 D 16 Hqs 


TO: (Officer designation, room number, and DATE 
building) | OFFICER'S COMMENTS (Number each comment to show from whom 


ENITIALS to whom. Draw a line across column after each comment.) | 


RECEIVED [| FORWARDED 


1. 
Legislative Counsel 
7 D 49 Hqs 
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